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Purpose: To establish guidelines for the administration and use of assigned vehicles with the goal of 
increasing police visibility in the community and enhancing response times to calls for service by 
operating assigned vehicles. 


Policy: The Police Department assigns vehicles for both on and off-duty use, under restrictions described 
herein, to officers who meet the criteria outlined in this Directive. The Chief of Police may deny a request 
from any officer and/or remove any officer from the program. 


Definitions: 


Assigned Vehicle Program - This program is designed to increase police visibility and to expedite police 
response to emergency situations. 


Vehicles Assigned to Uniformed Patrol Officers - To qualify for an assigned vehicle, Uniform Patrol 
Officers must reside within the City of Portsmouth and have a minimum of five years of continuous 
service as a full-time sworn Police Officer with the Portsmouth Police Department. The five years of 
employment must immediately precede the request for participation in the program. The program is a 
voluntary and officers may elect not to participate. Vehicles will be issued based on vehicle availability 
and the officer's seniority at the time of the availability. These vehicles will be marked patrol units. 


Vehicles Assigned by Position - Vehicles assigned by the Chief of Police to either sworn or civilian 
employees whose duties require availability on a 24-hour basis. These may either be marked or unmarked 


vehicles, depending upon the position. 


Vehicles Assigned to On-Call Personnel - Specific Department positions are designated as “on-call.” 
The Chief of Police or designee may authorize other positions to be on call on an individual basis. 


Procedures: 
I. General Requirements for Off Duty Operation of Assigned Vehicles 


A. Only authorized Department personnel are permitted to operate the vehicle. Officers may loan their 
vehicles to other officers only as outlined below in IV.B.2. 


B. All occupants will use occupant safety restraining devices in accordance with the Code of Virginia. 
Children will be transported in accordance with Virginia State Law regarding the use of child car 
safety seats. (OPR.01.04) 

C. Officers will be armed with a police department authorized weapon and will carry proper police 


credentials while operating the vehicle. 
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D. Officers will monitor and be alert to the primary operational radio channel. 


E. Officers will use their employee number as a call sign unless they have been assigned a 
permanent identifier number. 


F. Officers will be dressed and prepared accordingly to conduct police duties when necessary. 


G. Only department-authorized equipment will be used in the vehicle. No alterations or additional 
equipment are allowed without the approval of the Chief of Police, and the Department Vehicle 
Coordinator. 


H. Use of any portable equipment that is intended to be plugged into the vehicle's cigarette lighter 
outlet and which requires no permanent alteration to the vehicle must be approved by the 
Vehicle Coordinator before use. A list of authorized equipment is available from the Vehicle 
Coordinator. Items not listed as authorized may be considered for approval on an individual 
basis. 


I. When operating an assigned vehicle, officers will maintain compliance with ADM-01, Rules of 
Conduct and City AP #2 concerning the consumption of alcohol, drugs or illegal substances. 


J. All codes, laws, statutes, ordinances, rules, regulations, policies, and procedures governing the 
operation of vehicles while on duty apply to off-duty officers operating any assigned vehicle. 


K. When, by the nature of radio dispatch for police assistance, or by the officer's proximity to an 
incident, it becomes apparent that an officer's immediate response might result in the prevention 
of a crime or the apprehension of a criminal, officers are required to respond and initiate or assist 
in any police action necessary. 


L. When responding to incidents, making traffic stops, or initiating other police actions, officers 
will notify the dispatcher of their status and will be placed on a message. 


M. Family members/significant others are permitted to accompany officers when operating the 
vehicle within Portsmouth City limits off duty; however, officers are solely responsible for the 
conduct of passengers. Under no circumstances will off duty officers endanger civilian 
personnel who are accompanying them. 


N. Officers may, upon approval, use their assigned vehicle for department-approved law 
enforcement or public safety part-time positions. 


II. Vehicle Maintenance 


A. In accordance with City Administrative Safety Policy #1, each officer is responsible for the physical 
appearance and general cleanliness of their assigned vehicles. Cleaning or washing of police vehicles 
shall only be done while employees are “on-duty.” 


B. Any damage or accident involving a city vehicle will be reported immediately in accordance with 


Portsmouth Police Department policy OPR-28, Vehicle Accident Investigations. A copy of the report 
will be forwarded to the Vehicle Coordinator. 
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C. Only the Vehicle Service Center or designee will make repairs. 


D. The Vehicle Coordinator will publish a monthly schedule for preventive maintenance (PM). 
Officers are responsible for abiding by the schedule unless otherwise arranged with the Vehicle 
Coordinator. Vehicles due for PM must be left at the City Garage no later than 0830 hours. Officers 
who, upon the determination by their Bureau Commander, fail to take their vehicles to the garage 
for PM as directed, without a legitimate reason, within 12 consecutive months, will be subject to 
corrective action as follows: 


1“ offense- 10-day suspension from the program 
2" offense- 30-day suspension from the program 
3" offense- 60-day suspension from the program 


E. Officers are responsible for maintaining current speedometer calibrations on vehicles that require 
them. 


F. All department issued equipment such as portable radios, batons, weapons, etc. will be removed 
from the vehicles before leaving them for servicing at the city garage. 


G. When an officer’s assigned vehicle is out of service for any reason, the officer may use a fleet 
vehicle for the officer’s tour of duty only. Fleet Vehicles are not to be used as substitutes for the 
assigned vehicle and will not be kept for a duration longer than their tour of duty. 


H. When an assigned vehicle is out of service, the officer may contact the Vehicle Coordinator to 
make arrangements for a replacement vehicle, which may be issued based on vehicle availability. 


II. Inspections 


A. All officers participating in the Assigned Vehicle Program will have their vehicles inspected 
quarterly by their immediate supervisor using the PPD Quarterly Inspection Report. All applicable 
sections of the report will be completed by the inspecting supervisor and forwarded through the 
chain of command to their Division Commander who will review and maintain the reports on file. 
Division Commanders will forward copies of any reports that require corrective action to the Vehicle 
Coordinator for handling. 


IV. Parking of Assigned Vehicles 


A. Vehicles should be parked in conspicuous locations whenever possible as a criminal deterrent. 
Unattended vehicles will be locked. 


B. Extended Leave and Light Duty 


1. When an officer is assigned to light duty for any length of time, or is going to be on leave for 
seven calendar days or more and will be out of the city, the officer will park their assigned 
vehicle at an approved location and will let their supervisor and the Vehicle Coordinator know 
where it is located in case the vehicle is needed. A set of keys will be left with the supervisor. 
The Vehicle Coordinator will also maintain a set of keys for each vehicle under their supervision. 
These steps will also be followed for officers on extended sick or injury leave of seven days or 
more. 
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2. Any officer on light duty or extended leave who wishes to loan their assigned vehicle to another 
officer must first get permission from their Division Commander and notify to the Vehicle 
Coordinator. 


3. A Bureau Commander can authorize a light duty officer to use his or her vehicle to commute to 
work depending on the circumstance. 


V. Authorized Areas and Conditions of Travel 


A. 


Officers that are assigned vehicles and reside within the City may utilize those vehicles anywhere 
within City limits whether on or off-duty. However, driving through fringe areas surrounding the 
City, as defined below in V.G is restricted to traversing purposes only. Assigned vehicles may not be 
used to conduct any personal business outside City limits. 


Employees with assigned vehicles who live outside of the City, but within the fringe areas 
surrounding the City, as defined below in V.G may utilize their vehicle to and from work and for 
official use only. 


Employees who are on-call may take their assigned vehicles home only on those days when they are 
on-call provided they reside within the State of Virginia. On-call personnel residing outside of 
Virginia are not permitted to take an assigned vehicle home. Out-of-state resident on-call personnel 
must leave their assigned vehicle parked at an approved location. Parking is authorized at any 
Portsmouth Fire Station with written permission from the Station Captain. A written notice of such 
arrangement will be forwarded to the officer’s immediate supervisor and the Vehicle Coordinator. 
The same notification steps will be followed before any change in parking location. 


Officers with assigned vehicles may use those vehicles for transportation to pre-approved out-of-city 
police training. Officers with assigned vehicles may take their vehicles home during such training. 
The vehicles will be used for travel to and from the instruction site and any official business 
associated with the instruction. 


Both marked and unmarked assigned vehicles may be used to travel to a school outside city limits, 
provided that such school is part of educational efforts endorsed by the Department. The course work 
must be authorized using the City’s Tuition Assistance Program guidelines and form, even if no 
financial assistance is sought or if the tuition assistance funds are depleted. 


K-9 officers who reside within Portsmouth City limits may utilize their vehicles both on and off duty 
inside City limits. K-9 officers residing outside the City, but within a 20 radius of the Portsmouth 
City limits, may take their vehicles home for the purpose of transporting their assigned dogs for 
official purposes only. 


Fringe Areas: For the purpose of this order, the authorized fringe travel areas include areas within a 
10-mile radius of the Portsmouth City limits, and only within the State of Virginia. 


APPROVED: ame oe 5 


Tonya D. Chapman 
Chief of Police 
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Assigned Vehicle Usage Chart 


Authorized 
Use Only 


Within 10- 
Out of State mile Portsmouth 
Resident Portsmouth Resident 
Radius/On- 
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